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Department of Education, Office of Instructional Service 
Teacher Recruitment and Special Programs 

~~ Room 230, State Offi,ce Building 

DISPOSE OF PRESENT A C C U M U L A T I O N ;  

tudy Grant-In-Aid Files 
~ - -- 

'*What is the function of the office in which this record series is created? 

These records are accumulated as a result of administering a grant-in-aid program which is a 
means of,improving the academic standards of teaching personnel and are created as a result of 
(bu+pot -t$mited to) the following activities: 
'and pripriJy areas; (2) receiving applicants for grants-in-aid; ( 3 )  certifying eligibility; 
(4)< sec$riFg monies loaned and (5) insuring satisfactory cmpliance with rules and regulations 
relating to ~acaaemic 'stahding- and .datis.faction of obligation to teach in the State. 
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(1) determining eligibility for critical fields 

I_ 
_ -  ~ , . - - ^  - 

1. This file contains the following documents (m numbers and titles, if any, 
and file arrangement). 

1. Documents relating to (1) awards of grants and (2) securing and satisfaction of obligations. 
2. Consisting of (1) Application for Grants-In-Aid for In-Service Study, ITR Form 31; (2) 

~ Acceptance or Non-Acceptance of Georgia State Board of fducation In-Service Grants-In-Aid , 
(ITR Forq 32 and 3 4  (3) Approval Letter for Grants-In-Aid; ( 4 )  Graduate Study Status 
Report, ITR Form 36' and (5) Georgia State Teachers Scholarship Note. 
Files are arranged alphabetically by Surname. 3. 

ATTACH SAMPLES OF THE FILE 
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. . . .  PlGE 1 - 4 4 
YES NO 

13. Is t h i s  t h e  Record Copy of t h e  se r i e s?  [ X I  [ 1 
1 4 .  Is there  a duplication of t h i s  s e r i e s  i n  another o f f i ce  o r  agency? 

15 .  Is the infondation contained i n  t h i s  s e r i e s  ever s y i a r i z e d  o r  published? 

___I ~ __._.__.I_-.-..-.__._. ~ QUESTIONNAIRE she. .n ... in t h .  e o i Y . n .  I f  .n.wei 1. "ics." p1sa.e e x p i - ~ n  

[ '1 [XI ~. 

- . . [ - I  [XI 
. . ~ .  . ,  ~ 

Attach copy of summary o r  publication.? 
16. Does the ser ies  contain class'ipled h f o h a t i - &  requiring'. s e -ck i ty '  handling? 

17. Does the  se r i e s  i n i t i a t e ,  amend o r  terminate agency pol ic ies  and~procedures? 

- -  ~ ~ [ -  3 
[XI 
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18. Could the function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ X I  [ 1 

19 .  Is the  se r i e s  ( o r  major portion of it) regularly micrgfilmed? If yes,  why? [ X I "  3 

20. Does the record se r i e s  provide data as input t o  an,EDP f i l e ?  [ 1 [XI 

[ 1 . [XI 

To reduce equipment and space required f o r  storage. 

_ - .  21. Does the  record se r i e s  contafn"dochentation pYoducea ps- EDP printout?  

22. Has the Federal Government issued ins t ruc t ions  governin@; the retent ion/dis  0- . [x] [ ] 
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sition of these files? 3yrs. a f t e r  Fed. Audit o r  5yrs. i f  not audited - €I& 
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__ -23:  will^ t he re -be -a  n'e'ea . . . . . .  f o r  thes&-r@cords '10,- 1 .5~  yearg~ frhm . now?'If^y'e$', _. _ -  - .  . ~ what?. . _ - .  . [XI ~ ' [  1 
. . .  

~.~ - .  . r . * _  - .... . . . . . . . .  . .  . . . .  . ., . ~. > ,~ . After. .-. saii- 
24. REQUIREKNTS,;  .The fo11Owing . . . . .  repuice$-the, . .  .. f i l e s . t o . b e  kctpt-,-J .~ years:  t i on  ~. of -. obl iga-~  
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, ", - . ~ ~ ~ ~, t i on  o r  repayment -of ,Grant, 
a. [ ]STATE . b.  [ ]STATUTE OF ~ ' -  ..c: [ I A C D I T  I d .  [ ]FEDERAL e .  P[]ADMINISTRATIVE f .  [ fi 

LAW LIMITATION PERIOD LAW DECIS 1011 V A L E  
(Cite Law, Sta tu te ,  or other reason f o r  the  r e t en t ion  r e p i r e n c n t )  

(See attached sheet) 

__ -- __ .. _-___ 
25. AGENCY R E C O M N D A T I O N S .  T h i s  agency recommends tha t  the f i l e  s e r i e s  be cut off a t  the end 

.of each -[]CALENDAR YEAR -[]FISCAL YEAR -MOTHER- sheet)  ,then: 

d 

[ 3 Hold i n  the current f i l e s  area ' ' month(s)/ y e a r ( s ) :  
[ - I  Transfer t o  [ ] Sta t e  Records Center [ 1 LocalH,olding Area; hold y e a r ( s ) :  

1 . . ,, . ~ ~ ~ . .  ~. . . . .  - .  , ~- . c  ~. - -  ~ ~~ 

- , ^  ,[ ] best'roy.] , - .  . . -  , ~ ,  1 . .  -., 

[ ] Trans-per t o  Scate Archives .r - for '  j?e&anent - "~ -5etention. ~. . - : .  - - ~ - = ~ ~  - . .  
-[ 1 kstroy-immediately after cu{-off. . . - - .  '~ . . . . . . .  I . .  

[ I' Other: -(Specify) ~. - ~ . 
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(Indicate br ie f ly  rationa Ze for  recornendations above/or write additional remarks)  : 
(See attached sheet) 
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23. Period f o r  sat isfying obligation o r  repayment of Grant under some circumstances 
may be extended up t o  20 years. 

24.  (1) Test scores i n  t h i s  f i l e  good f o r  seven years. 
(2) There is a poss ib i l i t y  of a f i l e  being re-activated during 

several  years involved in  securing advanced c e r t i f i c a t i o n  
o r  degree. 
Poss ib i l i t y  of Federal Audit up t o  5 years back. (3) 

Upon approval of application,mLcKofilm f i l e  and destroy paper copies except 
promissory note. 

25.  

Promissory Note - Upon microfilming place i n  loca l  holding area u n t i l  obligation 
is  sa t i s f i ed ,  then withdraw and return t o  applicant.  

Microfilm F i l e  - Upon sa t i s f ac t ion  of obligation t ransfer  t o  inact ive f i l e .  Cut  
off inact ive f i l e  each calendar year, hold i n  current f i l e s  area 7 years then destroy. 

R a t  ionale : 

(1) 

(2) 
(3) 
(4) Film format lends i t s e l f  t o  ease of react ivat ion of f i l e .  

Space l imi ta t ions  i n  CFA preclude retent ion i n  hard copy format and of f ice  
space i s  being fur ther  reduced. 
This s e r i e s  i s  presently being filmed and has been f o r  5 years. Precedent 
Ease of reference and f i l e  i n t e g r i t y  w i t h  f i lm i s  of great  benefi t .  


